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1. Open PowerPoint 





a. PowerPoint 2016 and 2019 


1) Double-click the orange MS Office “P” icon to open PowerPoint. 

2) You may also type “PowerPoint” in the bottom left search bar. 

3) If you have MS Office 365 at home, your computer may have updated to PowerPoint 2019. They 
changed the look slightly, but the menus remained similar. 

4) PowerPoint 2016 has an orange bar along the top and the selected tab, such as “Home?” is grey. 





Tass as Design Ae Tassi relat: Naar eres Slide Show Ty ra) Developer Cs rise cu sck: ls 
i So Text Direct \\OOoOF Gs OP on 
L «™~) Reset ign Text ALLOUG U hape Outline ab- Replace ’ 
Paste New _ , n~s A. Arrange Quic! 
. Slide~ © Section ~ nvert t tArt @ \OUL Dee e hI ed [> Select ~ 
Clipboard & Slides Font Paragraph Drawing Editing 


5) PowerPoint 2019 makes all the tabs grey. The selected tab, such as “Home” is underlined. 


File Home Insert Design Transitions Animations Slide Show Review View Help Acrobat Picture Format 
i X Cut fo [ Layout ~ An av | | _-_ = lf AY \OOoo aa | | “Shape Fill - Pind 
U iB Copy ~ (5) Reset ALL» qu Oly U “nr Z Shape Outline ~ 2. Replace ~ 
Paste New __ Bo] © ap A\ A y AY. Sa eo \1\ { } sy = Arrange Quick 
~ Format Painter Slide ~ [Ci] Section ese a aio eI ~ Styles ~ & Shape Effects ~ [> Select ~ 


Clipboard fy Slides Font Paragraph Drawing fy Editing 


6) My handout will use both as examples, since they are interchangeable. 


b. PowerPoint Online 
1) Microsoft has a free and very limited version of PowerPoint available. 
2) Goto this link and sign in with your Microsoft account: 
https://office.live.com/start/PowerPoint.aspx?omkt=en-lE&s=1&auth=0&lc=1033. 





c. Blank Presentation 


1) Many templates and designs are available when you open PowerPoint. 
2) For class, click on Blank Presentation. 





eis ae) nt Search for online templates and themes p 
Suggested searches: Presentations Business Industry [Education Labels Cha 
NcIe@ralE 
sed Takea @ 
Blank Presentation 4 © — Welcome to PowerPoint 
GALLERY | paper 


d. Name and Save 


1) Getin the habit of saving your document as soon as you begin. MS Office will automatically save your 
work every ten minutes, so this way you will know where it is saved. 

2) Click File tab>Save As... every time you want to save a new document or save a different version on an 
old document. 

3) Click the Browse folder and look for your USB drive, student z:\drive, or the Documents folder on your 
computer. | recommend you use a Canine Business folder for all course work. 

4) PowerPoint give your document the default file name “Presentation1.” Notice the name is highlighted 
or “selected.” When you type a new name, the selected name will be deleted and the new name will 
appear. 

5) Enter the date in “YYYY.MM.DD” format, your last name, then type “PowerPoint Practice,” for example 
“2019.01.17 Smith PowerPoint Practice.” 

6) Click the Save button to save. 
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e. Entering Text 


1) The Blank Presentation “theme” starts with a “Title” slide. 
2) Click on the “Click to add title” text box and type your name. 
3) Change the size of your name’s “text box.” 
a) PowerPoint gave us a very large “text box” for our name. 
b) You can see the outline of the box and the eight “handles” whenever the text box is selected. 
c) Drag the top center handle down so it just above your name. (Drag means hold down the mouse 
button and move, then release the button.) 
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f. Insert a New Slide 








1) Our first slide is finished, so let’s add Slide 2. File Home Insert Design Transitions Animations 
2) From the Home tab>Slides section, click the drop- x t - 
down arrow next to Next Slide. tu IEE 
: ; : Paste hhew BsFuU S§ -«ab 
3) From this Office Theme menu, click on the Blank oe Rie : 3 


Slide. Clipboard |! Office Theme 
4) PowerPoint creates a blank Slide 2. 
5) Return to Slide 1 by clicking the Slide 1 image in the ! 
left-hand Navigation bar. =a 


1 


Section Header 





Two Content Comparison Title Onhy 





Content with Picture with 
Caption Caption 





Duplicate Selected Slides 


Slides from Outline... 
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Reuse Slides... 
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2. Graphics: Images and Color 


a. PowerPoint Grid 
1) Gridlines, Rulers and Guides are all available to help line up your images and text. 
a) From the View tab>Show section>select Ruler, Gridlines, and Guides, check each box. 
b) These lines and marks disappear during the show. 





File Home Insert Design Transitions Animations Slide Show Review 7 Help Acrobat PP Search 







[V] Ruler 


Gridlines 
Normal Outline Slide Notes Reading Slide Handout Notes 
View Sorter Page View Master Master Master Guid 


= Q (} Color = ae All = En, 


Grayscal Cascad 
lal Grayscale a OS Switch | Macros 
Window nl Black and White Window Ee Move Split Windows ~ 


Presentation Views Master Views Sho ™ Color/Grayscale Window Macros 


Oo 


2) Never put content near the edge. 
a) Donot put important text or images within the top, bottom, left or right-most grid. 
b) The projector or monitor you use may cut off the bottom, top or side edges of your slide. 
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b. Online Images (formerly ClipArt) 


1) When using an internet image, be cognizant of copyright laws 
a) Use Bing’s Image Search (see “Insert ‘ClipArt’” below) that is part of your PowerPoint license. 
b) Use your own photo. 
c) Donotchoose an image with a copyright watermark. 
2) Using a Web image 
a) Search for something specific on Google.com/images. 
b) Click on the image to go to the site — never use a thumbnail. 
c) Find the largest example of the image you can find on the site. 
d) Right-click Copy (or Ctrl-C) from the web. 
e) Right-click Paste (or Ctrl-V) to your slide. 
f) Save the image if you will be using it frequently. 
e Right-click Save As... to an easy to find folder. 
e Insert the picture from the file. 
3) Insert “ClipArt” or Online Photos 
a) Microsoft Office used to have stored images called ClipArt. These images were part of your 


software and you could use them without worrying about copyrights. Now they have online “Stock 
Photos,” but the choices are very limited. 


File Home C insert ™pesign Trans 
b) Microsoft allows you to access images online. Images in the 1. mee 
, |! te 

“Creative Commons” (see red arrows below) are usually to FEE a Foy+ 

: ; New Table Py es Screenshot Photo 

licensed to you when you purchase PowerPoint. alas es ee a 
c) Insert an image on a slide. Slides | Tables Insert Picture From 

e From Insert tab>Images section>Pictures drop-down 1 Fel This Device... 

arrow>Online Pictures. yo Fel Stock Images... 






e The Online Pictures window will appear. Type “microsoft” neg Online Pictures 
in the Bing Image Search. (Uppercase or lowercase does not matter in this search.) 
e Press Enter or click the magnifying glass icon. 


e Images will appear, along with this legal message about licensing. 


©) Search Results 


P| Bing * microsoft 


Size + Type + Color + Layout + Creative Commons only + Clear filters 


» Bi 
ag 
microsot =F) 


a fosof <i" [Office & 


oO These results are tagged with Creative Commons licenses. Review the licenses to ensure 
you comply. 


Show All Results * v) 


You are responsible for respecting others’ rights, including copyright. Learn more here. Cancel 





e Select the “Microsoft” with logo, then click Insert. 

e /narecent update, Microsoft sometimes places a sentence about the copyright below the image. 
If that sentence appears, click on that “text box.” The eight small circle handles will surround just 
this box. Press Delete to remove it (after reading it), then click back on the image so the eight 
circle handles appear around the Microsoft logo. 
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4) Make Background Transparent 
a) Many images have a white box around the actual images. In a graphics program, this white box can 


get in the way of your text, so we will make it transparent. 
b) If your image is not selected, select your image by clicking the Microsoft picture. 


c) This will bring up the Picture Tools/Format tab. 
bee eee eee eee ee eee its ul eas] eel taal] Cmte) 





al ts] Ties a4 Design Oe (aetiate] aes PTAA cea te de ean cr Developer 






on P + Or “tele = jet Compress Pictures | i, =| Le Picture Border * 
: . Color~ Fra Change Picture in| sa | al ii = atl | ~ | G& Picture Effects ~ 
emove ~~ — —_  §_ = “|* 
Background ee] Artistic Effects “(c] Reset Picture ~ ~ aN Picture Layout ~ 
Adjust Picture Styles Ua 


d) Onthe Picture Tools/Format tab>Adjust section>click the Color drop-down arrow>select Set 
Transparent Color. (Set Transparent Color is new the 


Color Saturation 


bottom, so you may need to scroll down within that EE pavncoot Mick BBiooak | BBMooot | BMcot — BEMcok — BEMicoh 


menu if you do not see it.) ene 
ca 


82 Microsoft 88 Microsoft 88 Microsoft 88 Microsoft §E Microsoft BE Microsoft 88 Microsoft 


¢ Click on the white. You can now see the slide (or """" 
slide instructions) behind the picture. BE rtccrct | BEM | Ml Miocet a mat BE Mica 





e Using the same instructions, click on the blue square oe: | ieee || Miter: | Miieeve: | items Biviowot HE Mont 
instead. 
e Only one color at a time will be transparent. More Variations 


‘ 7 me Set Transparent Color  <9qjjeeeeeeeeeeeee 
e Ctrl-Z to go back to having the white transparent. ,, —— 


(“Ctrl-Z” is the “undo” button and always takes you 
back one step at a time! You can also use the “back button at the top of your screen.) 


Picture Color Options... 








CAN 1HAS 


SI+E 


IRL PLZ? 


K, THXBAI 
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5) Resize your Image 
a) When selected, your image has eight “handles.” 


b) Always hold down the Shift button and use a corner handle to keep the image’s proportions the 
same. (Some programs like PowerPoint, keep the proportions when you use a corner, others need 
Shift with a corner. To be safe, use Shift and a corner.) Always keep your images in proportion. 


The online image of the The online images of the dogs 
dog below is below are stretched 





c) Drag the bottom right handle to the middle of the page to resize our image to the top left corner of 
our slide. 
6) Crop your Image 
a) When selected, a new tab appears called Picture Tools/Format. 
b) Inthe Picture Tools/Format tab>Size section>select Crop. 


ane ee 





Format eee ie you want to do 


— L# Picture Border= 91) Bring Forward ~ |@ Align~ las] il 2.98" - | | | = 
elit [na ~| C® Picture Effects [Send Backward ~ Group al a es LA 4 (I 7 

a ; Oy . fo Crop . 10.6" * . : Style Crop £ New ‘ 

* a Picture Layout+  &[; Selection Pane LRotate~ & . fF? | ee 
Ta Arrange | Size Ta | iz N See . E 
c) You may also right-click the image, and the crop icon will appear just | HU Cony b 
above it. Pa SPBEeaGEes : 


fa Paste Options: 


d) Your handles turn into black crop-handles. Drag the crop-handles to get rid 
of some of the background of your picture. The picture is not resized, but 
some of the area is hidden. 

e) Click anywhere outside the picture to return to our slide. 





f) If you change your mind, go back to Crop and your complete image is still 
there. Simply drag the crop-handles to a new position. 
7) Move your Image 
a) Select your image again so that the white dot handles appear. 
b) Move your cursor on the image, but away from the handles. Your cursor turns into the move cursor. 


c) Hold down the mouse button to move your image to the top left corner of the screen. Be sure you 
can see your name. 
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c. Themes and Theme Colors 


Transitions revel ast ia ees ate dae i View tale 7 Tell me what you want to do 


i a | hm BE ee 


Themes Variants 
1) Available on most MS Office products. 
2) Click on the Design tab. 
3) Select a theme from the choices. 








4) As you pick a theme, your color palette will change in the Variants section. 
5) This will change the colors of your fonts, shapes, SmartArt, WordArt. 
6) More colors are available from 





Repel t TOC nt ee acd 
Variants>More Choices. 


7) Usually you can make your life easier by 








sticking with the Theme colors. If you 
change the Theme color, all the colors 





er een ree trie 


within your design change to match the free 2 


B Colors e 
new theme. Fonts > Ey MM (Office 
[ol Effects » i BS Office 2007 - 2010 
&) Background Styles * nrays 7 
BS Blue Warm 
. BD Ba Blue 
vc |! 
i BSC Blue Green 
Ms Green 
' ED WN) «SCs Green Yellow 
TOV ellow 
d. Match Color with the Eyedropper Theme Colors 


é = SEES 
1) Select your name. (The Microsoft image may cover part of your name, so drag 


f the right.) | By 
Re irk THEEELL 


On the Home tab>Font section>Font color drop down arrow. 


Standard Colors 
3) Click the Eyedropper. Eee See 
4) Rollthe dropper over the Microsoft graphic, the colors will appear above the ws eo 
& Eyedropper 
dropper. Click when the color is the one you want. oars 
5) This color will now be on your frequent color list. A} =] == =- 
Theme Colors 





viii 


Standard Colors 

Bee OSHEEEES 
Recent Colors 

-— 


wr More Colors... 





a Eyedropper 
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e. Create a Logo 
1) Image 





a) Click on Slide 2 to begin with a clean slate. 
b) On the Insert tab>Images section>click Online 
Pictures (see Section 1.b.). 





Online Pictures 


J 





c) Search to find an image that fits your business. 
(For example, search “dogs and cats.”) 

d) Resize and drag your image so it fits in the top 
right quarter of your slide. 

e) Turn any background transparent (see Section 1.b.4.). 

2) Text 

a) PowerPoint has a feature called WordArt to make bold, artistic text (Insert>Text section>WordArt). 
If you have PowerPoint at home, try out the WordArt feature. 

b) For our class, we will insert a plain Text Box. 








e From the Insert menu>Text section>select Text Box. 

e Drag through an area on your slide from top left to bottom right to create a Text Box outline. 

e Type your Business Name within the box. 

c) Format your Text 

e Drag through your text. (In Microsoft Office, always select the text before formatting.) 

e From the Home tab>Font section, change the size, style of the font to fit your business. Keep it 
readable. Imagine how it will look much bigger and much smaller. 

e Align the words in the middle of your text box by selecting Home tab>Paragraph section>Center 
alignment. 

e With the text box selected, hover over an edge of your text box and the move cursor 
will appear. Hold the mouse down and move your text box over or next to your photo. 

e Resize the text box so it just fits — usually the right or left edges should be near the edges of your 
image, and the center line should match. Faint guidelines will appear when you are close to 
matching. 

e To match your font to the color of your photo, select Home tab>Font section>select the drop- 


down arrow next to Font Color. Click on the a 
Rockwell (Body) “118 -~\A a % 


aaa nat vr 


** 
lil 
4 


Eyedropper. Move it over an easy-to-read 
color on the image you selected. Release 
and your font will change to the color of 
your image. 


B I U § ae AV~ Aa~ W~ Ae 


Il 


Font Theme Colors 


Sede sBresteregZio ots 3) 1 MORSE RES 


Standard Colors 


Recent Colors 
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3) Group the Image and Text and Save As Picture 







hoe 
Outline 


Paste Options: 


ae ts 

OD) La 
igh Group > 
‘ll, Bring to Front > 


5 «Send to Back > 


= -- 
5 | Size and Position... 


PR hi 
44 Format Object... 


a) Select both the image and the text using one of these 
methods (be sure all sixteen handles are visible): 
e Hold down the Ctrl button and click both the image 
and text box — or — 
e Hold down Shift and drag a box around both 
(remember where the handles are - all handles must 
be inside your box) — or — 
e Press Ctrl-A to select all items on the slide. (Since we [isa 
started with a blank slide, we only have these two 
items.) = ia 
b) With both objects selected, Right-click>Group>Group so 
your image and text box are one “group.” PowerPoint 
(and any Microsoft Office software) will now treat your 
two objects as one. 
c) Right-click the grouped objects again, and select “Save As 
Picture...” 
d) Browse to the correct location in your computer and save 
the image as “Logo” on your USB drive. 
4) Insert Your New Logo 
a) Go back to Slide 1. 
b) Goto Insert tab>Images section>Pictures and locate your “Logo” that you saved to your computer. 
Insert it onto Slide 1. 
c) Now your text is a part of the image and PowerPoint will no longer treat the text box like words. 
(You cannot change the wording — try it — see, you cannot.) 
d) Increase and decrease the size, always holding down Shift and using a corner handle. 
5) Save your PowerPoint Presentation 
a) Press the diskette icon in the top left corner to save our presentation — or — File tab>Save to save 
your presentation. 
b) From the File tab, you can also “Close” or “Exit” PowerPoint. 
c) Ifyou use the top right “X” to “exit” PowerPoint without saving, PowerPoint will ask if you want to 
Save your presentation. It is best to get in the habit of saving before PowerPoint asks. 
Canine Business 
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3. Parts of the PowerPoint Screen 


a. Ribbon or Tabs 








Tass sas Design Transitions Naar eres Slide Show Review ry Developer Orisa ack: 
i «™) Reset Align Text ALLOVGVG 7 U hape Outline ab_ Replace ’ 
Paste New . B U © ab rN { 3% Arrange Quic! / 
. Slider © Section ~ nvert to Sn TAS <add hape Effect [> Select 
Clipboard & Slides Font Paragraph Drawing Editing 
1) Home Tab 


a) Similar to MS Word and Excel 
e Clipboard, Font, Editing 
e Paragraph section has new graphic features, such as Text Direction and Align Text. 
b) Unique to PowerPoint 
e Slide section for adding new slides or changing the layout. 
e Drawing section for basic shapes and arranging objects. 
2) Insert Tab 
a) Similar to MS Word & Excel 
b) Unique to PowerPoint 
e Photo Album —A quick shortcut for creating a slide show from your photos. 
e Audio — Adding sound to your presentation (see below). 
e SmartArt —A quick, step by step, method to organize data. 
e Video — Adding video files or online videos to your presentation. 
3) View Tab>Presentation Views 


me] Insert Design ae laesidte le Pal aac) a es Slide Show 








“| Ruler 2 Q Color 
= —— a “| Gridlines = me Orayse 
Normal Outline Slide Notes Reading Slide Handout Notes Notes Zoom Fitto 
View Sorter Page View Master Master Master Guides Window Mmm Blackz 
Presentation Views Master Views Show | #oom Color/G 
a) Normal 
e Slides Tab 
e Slide 
e Notes 


b) Outline View 
e Quickly edit and review text. 
e Type inthe Outline, and PowerPoint places it on your slide. 
e Outline may be printed as presentation notes. 
c) Slide Sorter 
e Quickly move slides 
e Overview — does your show “look” right? 
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b. Navigation Panes 


1) In Normal view, your current slide is in the large working portion. 

2) All your slides show up on the left. Click on any slide and it will appear in the main section. 

3) Type notes to yourself on the bottom of the screen. You can print these out or view them in Presenter 
mode during your slide show. (If the Notes section is not there, click on “NOTES” in the bottom orange 






























































































Pe TS = 2015 PowerPoint Workshop - PowerPoint ? fe x 
ala HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW » 
Pal fa Se 3 | |e Te Q Sy pl Giarengeat | Fo | 
, ; = ; et "| 1 Gridlines fee a im Grayscale O Ty Cascade - uy 
Normal Outline Slide Notes Reading Slide Handout Notes ; Notes Zoom Fitto ; New ; witch Macros 
View Sorter Page View Master Master Master |‘! Guides Window mai Black and White window [== Move Split — windows ~ 
Presentation Views 7 Show G& Zoom Color/Grayscale Window Macros “ 
Click on the ; 5 : 0 1 2 3 4 a 


thumbnail of any 
4 slide to feature 
that slide in the 
editing section. 


4 Yavapai Presentation 













The curret slide 
appears here for 
editing. 


POWERPOINT BASICS 


Getting your Point Across 
and Impressing your Audience 






Scroll down to see all 
your slides. 


Yavapai College Community Education : : 4 : : : ‘Fall 2015 | ~ 





Quick View icons to move 


from Normal to Slide Sorter to 
ae - This section is using one of Microsoft's Themes. Type your notes Slide Show. 
here. These will not 


7 x=. show on the slide. 


SLIDE 4 OF 8 = NOTES & COMMENTS | Oe: 2 ee ee ee S| 





c. Slide Size 
1) Will you be presenting on a wide-screen or standard size screen? || oi 
2) Most modern monitors are widescreen. Many projectors are older and 


standard older TV proportion. 
3) Windows will match the screen to your computer monitor, not the projector. 
4) One the Design tab>Customize section>select Slide Size. For class, select 
Standard (4:3). 





| | Widescreen (16:9) 
d. PowerPoint Grid Custom Slide Size... 


5) Gridlines, Rulers and Guides are all available. 
c) From the Insert menu>New Slide>select blank slide. 
d) View tab>Show section>select Ruler, Gridlines, and Guides 
e) These lines and marks disappear during the show. 
f) Use these to line up your content. 
6) Do not put content near the edge 
c) Donot put important text or images within the top, bottom, left or 
right-most grid. 
d) The projector you will be using may cut off the bottom, top or side 
edges of your slide. 
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4. Slide Masters 


a. Theme Slide Master 
1) Inthe View tab>Master Views section>select Slide Master. 









mel Tiers rely Or laetid tela Pagar 1a ees Slide Show Md tales 





re {E) [> =] v) Ruler Q © color 
| | “| Gridlines ~ me Grayscale 7 
Normal Outline Slide Notes Reading fandout Notes Notes #oom Fitto fs 

View Sorter Page View 4 fMaster Master Guides Window mm Blackand White yj, 
Presentation Views é AN ster Views Show Zoom ColorGrayscale 
2) Your Master Slide is the basis for: 

a) Theme 

b) Backgrounds 

c) Fonts 


3) All other slide choices are based on your Slide Master. 
4) Make ALL format changes to your Master slides so that 





* Click to edit Master text styles 
all your slides will be set up | Second level | 


‘ 7 7 : : * Third! | 
a) Inthe Slide Navigation pane, always scroll allthe way rout teve 


* Fifth level 


up to the top slide, the #1 Slide Master. All other 
slide type choices should be based on this #1 Slide. 
b) Change the Font, style, layout here. | | 
c) Any changes you make here will affect your entire | eet commen Eben + 3 naaes 
show. 
d) Change the title to one of our recently used font colors. All your slides are now changed. 
e) On the Slide Master tab, click “Close Master View” to return to Normal view. 


Close 
Master View 


Close 
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b. Slide Types 
1) Available from your Slide Master view. Also available via Home>New Slide. 


2) Change a slide’s format with Home>Layout. 
3) If you make formatting changes to a slide, you can revert to the original Master’s settings from Home 


tab>Reset. 


Transitions Animations 





ir 


¥ 









, BI U abe AV Aa A 
= Section * 3 4 . 
Clipboard & 


4 Standard M 


Title Only 





6 : i : = : 
a Blank Content with Picture with 


+ oe Caption Caption 
- M442... TFL. — 
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5. Photo Album Shortcut - Try this at Home! 


a. New Photo Album 


1) This feature is only available on the Windows version, not the Mac version. 


2) Start anew PowerPoint Blank Presentation. 


3) You will need several photos to create your photo album. Use at least 12, but | do not believe there is a 


limit for the Photo Album shortcut. 


4) From the Insert tab>Images section>Photo Album drop down, select New Photo Album. 


tela ite Ta 


Transitions 


PT ees Slide 





f=)/ FS bch lec) in fee 


New Table = Pictures Online ScreensMpt Photo apes SmartArt Chart 
Sliche + : Pictures rs glbum=f + 
Slides Tables Images =) New Photo Album... 


aie 


@ Standard MS 
5) The Photo Album window will appear. 


b. Photo Album Window 


1) Select your pictures 
a) Click on File>Disk and select the photos you 
want to use. 
e lf your pictures are all inside one folder, 
you may go in the folder and press Ctrl A 
to select all the photos. 
e Or use Ctrl-click for each picture. 
b) Click Insert. 


Photo Album 


Album Content 


Insert picture from: Pictures in album: 





File/Disk... 
Insert text: 

New Text Box 
Picture Options: 


Captions below ALL pictures 


ALL pictures black and white 


Preview: 





Album Layout 
Picture layout: |Fit to slide 
Frame shape: Rectangle 


Theme: 


il 


c) All your photos are now listed in the Pictures = 
in Album section. 

d) You may change the order by selecting the photo and using the up or down buttons to change the 
order. 

2) Album Layout section 

a) In Picture Layout, you may select how many pictures per slide and whether or not to have a “title” 
or caption box blank set up for each photo. For class, select “1 picture” per slide. 

b) In Frame shape, you may select fit-to-screen, rectangular, rounded corners, or a picture frame. For 
class, select “Rectangle.” (If you use fit-to-screen with a projector, you may lose the edges of your 
photos.) 

c) Browse fora Theme. Unfortunately, PowerPoint does not give you a thumbnail (small picture) view 
here. Go with no theme and you may change it later. 

d) Click Create. 

3) PowerPoint creates a slide show of your slides. 
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c. Review your Album 


1) If you do not like the simple black background theme, pick another from the Design tab>Themes section. 
2) You may also pick a different color variation of that theme in the Variants section. 
3) Name your Album 
a) PowerPoint has placed the title “Photo Album” on Slide 1. 
b) Triple-click “Photo Album” or drag through the words and give your album a more specific name. 
c) Save your presentation using this new name using File tab>Save. 
4) Add your Name 
a) PowerPoint has placed a byline under the title, but it is the default name for the college’s 
computers. 
b) Drag through the name and type your own name. 
5) To make layout changes, click on the Insert tab>Images section>Photo Album drop-down arrow> select 
Edit Photo Album. (This option is only available after you have created an album.) 
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6. Create a Presentation 


a. Start New and Save 


































































































1) Start PowerPoint or open a new presentation with a 
File tab>New. 

2) From the New Menu, click on a theme (the colored sample 
slides). 

3) Atheme window will appear with color choices. You can 
click right or left to see other themes. 

4) Select a color scheme. 

5) Click create and PowerPoint will create your first slide. fescue eer, 

6) Save your Presentation with the date, your last name, and oe 
“Slide Show” (2019.01.30 Smith Slide Show). 

7) If you do not like your theme, select another theme at any time from Design tab>Themes, and it will 
change your entire presentation to the new theme. (Do not use “Blank Presentation” theme for this 
assignment. 

8) Advanced: For more than one theme ina presentation, select slide(s) first, then right-click a Theme (not 


the slide) and apply the Theme to the selected slide(s) only. 


b. Add Text and Review in Outline View 

























































































1) Click on the words “Click to Add Title” on your slide. 
2) Type your business name 
3) On the View tab>Presentation Views section>select Outline View. 
me] Insert Biel Ale laesiite le Pal ate] 4ce aes Slide Show eat 
Toe oA ime TQ oj ae 
Te Ly EE ee ame 1 on ap = 
, . v"| Gridlines me Grayscale 
Norm@l Outline Blide Notes Reading Slide Handout Notes . Notes oom Fitto 
View fSorter Page View Master Master Master Guides Window Imm Black ane 
entation Views Master Views Show ny Zoom Colortra} 
a) Using Outline View makes your text easier to read, proof, and correct. 
b) PowerPoint automatically formats your text according to your selected theme. 
4) Your business name is on the slide and in the Outline pane on the left. 
5) Click on the words “Click to Add Subtitle.” 
6) Type “My Slide Show.” 
iS C fa Slide Show 1 
Fe eI | i | [25] (=) | v sai | 2 fe} BS color = 4 Arranc 
Normal Outline Slide Notes Reading Slide Handout Notes S ee Notes Zoom Fitto oo ; SS c= 
View Sorter Page View Master Master Master |“ Guides Window mm Blackand White Window [= Move 
aves: . ; : : : 
My Slide Show 
Practice 
__MY BUSINESS _ 
- , ; My Slide Show : 
7) Onthe Design tab>Themes section roll over different themes to see what happens. 
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c. Turn on Snap to Grid 


1) 
2) 
3) 
4) 
5) 
6) 


7) 
8) 
9) 


Right click any of the blank area around your slide 

A special window appears with some frequently used commands. 
Click on Grid and Guides (NOT the arrow next to it). 

All boxes should be checked. 

On your home computer, click the Set as Default button. 

Press OK. 


Snap to 
Snap objects to grid 


Grid settings 
Spacing: 1/12" we | | 0.08" 
Display grid on screen 
Guide settings 


Display drawing guides on screen 


Display smart guides when shapes are aligned 


Set a5 Default OK Cancel 





ip Paste Options: 


= Fy, em 
Ea EY lay La 
[i=] Layout 


Reset Slide 





w Ruler 


fy Format Background... 


PowerPoint slides will now display a grid during design, but it will disappear during the presentation. 
The objects on your slide will “snap” to the grids as you move them around on the slide. 
Always try to keep your words and objects away from the edges of your slide — pretend the gridline 


nearest each edge is a margin and do not put anything there. 


d. Add Your Logo 


From the Insert tab>Images section>click Pictures. Point to the logo you saved on your USB drive. 
Resize and move the logo to an empty area of your slide, always staying one grid box away from the 


1) 
2) 


edges. 


MY BUSINESS 2255 


My Slide Show 
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e. Adda Photo with Caption Slide 


1) Adda new slide in the Photo with Caption format. 
a) Click Home tab>Slides section>New Slide to select a new slide layout for this slide. 
b) Select Picture with Caption. 
2) Click photo icon to add picture. 








a) Browse and select the photo. 2 ae 
a) Click OK. 0 
b) Your photo will be sized to match the | Bet te vs i 
original frame shape on the slide. acre caer a... 
c) Use Crop to change the shape of the Gisome Bana 
frame. From Picture Tools/Format peep oe 
tab>Size section on the far right>Crop. Bak om 
e Drag your picture so the image best fit = Sn as 
the frame... or — | 
e Move the black handles to change the sia <= [rn ie 


shape of the picture. 
d) Resize if necessary. Your photo should “snap” to the gridlines as you resize it with a corner handle. 
3) Inthe Title area, type a title for this photo. 
4) Adda Caption/Description 
a) Click on the words “Click to add text.” 
b) Type a short description if desired. 
c) Your text will appear in the Outline pane. 
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f. Add Full Slide Photo and Add Caption to a Blank Slide 


1) Adda newslide in Blank format. 
a) Click Home tab>Slides section>New Slide to select a new 
slide layout for this slide. 
b) Select Blank. New Table 
2) From the Insert tab>Images section>select Pictures. 
a) Browse for your picture. 
b) Select your picture and drag its top left corner handle to the top of the slide. 
c) Drag the bottom right corner handle to the bottom of the slide. 
d) Using your gridlines, center the photo within the slide. 
3) From the Insert tab>Text section, click on Text Box. 







@ Online Pictures [A 
fas Screenshot ~ 
| 5 
f=) Photo Album - —, 


Slides Tables Images 


Design Transitions PNA arene if taeda a 


a ; —, _— li : oo 
— FE lar [:@ Online Pictures ye, 7 SmartArt a ae r = | = A ay 

— = va. Screenshot * . | [| 
New Table = Pictures SI Shapes gil Chart Add- Zoom Hyperlink Action Comment |@ Text BHeader WordArt 5 
Slide ~ . ==|Photo Album . Ins * Box Je Footer -~ = 
Slides Tables Images lustrations Links Comments - Text 








4) Drag through an area on your slide to create a box for your caption. Usually, a very dark or very light 
area is best. 

5) Release the mouse button and type your caption. It will appear within the text box using the font and 
color assigned by the specific presentation style. 

6) You may move, resize the text box by dragging it around your slide. The contents will move with the 
box. 

7) To change the font or color, drag through the words, then use the Home tab>Font section to change the 
appearance or alignment of the text. Remember to pick a color within your theme. 

8) Notice that any text added to a blank slide does not appear in your Outline. 


g. Complete Album with More Photos and Captions 


1) Experiment with other Slide types, such as Panoramic Picture with Caption or 3 Picture Column. 
2) Use at least one dozen photos with captions. You may use 


more than one photo per slide, but larger images make a A ie I cic Chee ce cheba 
° De _— 
larger impact. i" ES 
Paste New 


- Slide ~ ‘Ba Section * 


Clipboard & Damask 


















Title and Content Section Header 












Two Content Title Only 


oe Eo eo 


Blank Content with Picture with 
Caption Caption 


Comparison 








: 








§ Panoramic Picture Title and Caption 
with Caption 


Quote with 
ait 





Nee ee cece Pewee e cent teeeee seed 
‘ : 


| es | i SSS SSSSSSSs | STE | 





Name Card 3 Column 
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7. Transitions 


a. Selecta Transition 
1) The Transition is the special effect PowerPoint uses to move from one slide to another. 
e Do not make the Transitions fancier than your slides! 
e Always use the same transition for all your slides to keep it looking professional. 
2) From the Transition tab>Transition to This Slide section, click on more options. 








Home Tie i rela Transitions Pala 14s] ae Slide Show Ma ro Dele \ Tell me what you want to do 
—— —— ——- = of) 
Cts s&s qs So WW, C 
Preview None Morph Cut Fade Push Wipe Split Reveal Random Ba E 





Preview Transition to This Slide 
3) Usually, | pick Fade, but just for today, let’s pick something from the Dynamic Content list: Orbit. 
4) From Transitions tab>Timing section, enter 3 seconds (or click up to 3 seconds) in the After box. 
5) Leave the “On Mouse Click” button checked in case you want to advance the slides before the automatic 
timing. 


b. Apply to All 


1) From Transitions tab>Timing section, select Apply 
to All 

2) This applies your transition to all the slides in your © Duration: 01.60 ~| | On Mouse Click 
presentation. You always want to do this. CE Apply To All > . 

3) Click on the Reading View icon in the PowerPoint ) 
bar to see how it looks so far. Go back to the 
“Normal” view when finished. 


@t, Sounc: |[No Sound] ~| Advance Slide 





= NOTES M&F COMMENTS 





Normal View Reading View 
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8. Music 


a. Insert a Song 
1) Pick a song that sets the appropriate mood, always thinking of your audience. 
a) Spend the $1 to get the real music file from iTunes, Amazon, or import a song from a music CD. 
b) Save your music in the same folder as your presentation, including the flash drive if you are taking 
your presentation to a different computer. 
c) Forclass, | have included a royalty free song in the zipped files with the photos. 
2) Goto the slide on which you want the music to begin, usually the first slide. 





3) From the Insert tab>Media section, click on the Audio drop-down arrow. i , Y 

4) Select Audio on My PC. ™ = 

5) Select your music and click insert. Video Audio Screen 

6) Aspeaker icon will appear on your slide and it should be selected (if not, ‘ 7 __ Recording 
select it). 4) Audio on My PC... 


b. Sound Settings 
1) Whenever your sound icon is selected, the Audio Tools tab will appear with Format and Playback tabs. 


lek & [a | & - | «2 lc fe eyes -tale-1atelaN Mee eet lara) [als Audio Tools 





a metal lies Design Oe-laesid te) a bs Pal iaar- lace es Slide Show eda View Delta) et Format Playback 





; Fy 1 | 1 
es [oy Fade Duration . [re Start $ Automatically J) Hide During Sow 
_ Pee all Fadeln: (00.00 ¢ ‘ = “| Play Across Slides . aa 
dy hemove ns OMe Rewind after Plawin 0 ay in f 
Bookmark Bookmark Audio MMs Fade Out: 00.00 | ~ | Loop until stopped 2 Style Backgrougé 
Preview Bookmarks Editing Audio Options | Audio. alts 


2) From the Audio Tools/Playback tab>Audio Styles section>select Play in Background. This will 
automatically change the settings to: 
a) Start automatically with the current slide. 
b) Play Across slides: keep playing when the slide changes. 
c) Loop until Stopped: repeat the song until the end of the show. 
d) Hide the icon during the slide show: the sound icon will not show on your slide. Since it is hidden, 
during the show, you may move the icon to any location on your slide. 
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9. Watch Your Slide Show 


a. Start from the Beginning 


te] aa Insert Ditela Oe esate das Paar ce aes Slide Show Ton Daeg mega 14 ae atr Lad ie, 








asa ~~. af | = . . 
S &@ & ke Ca GA MlayNarations Benito stoma 
= — Tn = . ~ i) Use Timings 
From Present Custom Slide SetUp Hide Rehearse Record Slide ; ilies Bpece rte: Wises 
ReginningfCurrent Slide Onlinex Show~ — SlideShow Slide Timings Show+ “~! Show Media Controls 
Start Slide Show Set Up Monitors 


1) Slide Show tab>Start Slide Show section>From Beginning 

2) You can always end the show with a right click. 

3) From the first slide, you can also start from the Slide Show shortcut icon on the bottom of the 
PowerPoint screen. 


= NOTES MM COMMENTS Om -- F4 





4) Youcan also use Reading View. 
a) From the View tab>Presentation Views section>select Reading View or click the book icon on the 
PowerPoint bar at the bottom of your PowerPoint window. 
b) Reading View plays your slide show without going to full screen. The PowerPoint bar is still available 
at the bottom if you wish to return to Normal View. 
c) Reading View starts from the current slide, so always go to Slide #1 first. 


b. Make Necessary Changes 

1) If the 3 second transition is too short, switch to 5 seconds, then APPLY TO ALL. Watch again to see your 
changes. 

2) Pick a different Theme and/or Variant for a different look. As long as you selected your font color from 
the theme colors, it will change to match the current theme. 

3) Before saving, always preview your entire show. You will notice if you forgot to click “Apply to All.” 

4) \f you want your show to play on its own on a continuous loop, go to the next step. Otherwise, save and 
exit. 
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10. Play Continuously 


a. Set Up Slide Show 


1) From the Slide Show tab>click Set up Slide Show. 
2) The Set Up Show Window will appear. 


b. Loop Continuously 


1) Inthe Set Up Show window, click “Loop continuously until “Esc.” 
2) Be sure “Using timings, if present” is selected. 






a ate lag Tabs a Design Transitions Animations Slide Show aT ren Oita tr atk ake 







— to i ok = | v | = 

EC ) s eS =] (ty Y Ey feet (=| Monitor: Automatic . 
cor ait Loe eo ee _ | Use Timings 

From From Present Custom Slide Rehearse Record Slide 


v) Use Presenter View 
Beginning Current Slide Online Show™ ¥| Show Media Controls 


Start Slide Show 


Timings Show, 
Set Up Monitors 
I 6 ' 5 ' 4 I 


Ww 
Nm 


Set Up Show 


Show type Show slides 


@) Presented by a speaker (full screen) @ All 

©) Browsed by an individual (window) ©) From: 1 
©) Browsed at a kiosk (full screen) Custom show 
Show options 


Advance slides 


(©) Manually 
@ Using timings, if present 


fi Show without animation 


P| Disable hardware graphics acceleration 


Pen color: 2" Multiple monitors 


; Slide show monitor: 
Laser pointer color: Aaidomatic 
Resolution: 

Use Current Resolution 


Use Presenter View 





c. Ready to Go 


1) Look for typos in the Outline portion of the screen. 
Watch your slide show once in its entirety and make any corrections. 


Watch it again until there are no corrections to be made and it has run through one complete time. 
Save your Presentation. 


Set your monitor up in your waiting room or entry area. 
Start the show and it will continuously repeat until you press the “Esc” key. 


Ww N 


Wn 


OO ew N 
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11. Save as a Video 


a. Export 
1) From the File tab>click Export. 


2) 


3) 


4) 


Export 


Several Export options will appear. 


























[Create PDF/xPS Document Create a PDF/XPS Document 
Preserves layout, formatting, fonts, and images 
Content can't be easily changed 

[a Create a Video Free viewers are available on the web 

Sa 

. Led 

/— Ay - — 

eos) Package Presentation for CD ae 

PDF/XPS 


Create Handouts 


=y 
= 


st Change File Type 





Package Presentation creates a PowerPoint show to run on another computer. The other computer does 
not require PowerPoint to run the presentation. All fonts, pictures, manual mouse-click settings will be 
available. 

Create a Video creates a digital movie of your presentation. Click Create a Video. 


Create a Video 












[ ae Create PDF/XPS Document 
ae Save your presentation as a video that you can burn to a disc, upload to the web, or email 
Includes all recorded timings, narrations, ink strokes, and laser pointer gestures 
a= Create a Video Preserves animations, transitions, and media 
© Get help burning your slide show video to DVD or uploading it to the web 
(Je) Package Presentation for CD 5 5 
AF resentation Quality = 
Largest file size and highest quality (1920 x 1080) 
ES Create Handouts #.-—=swsw—a<éa‘ as OS ~ Use Recorded Timings and Narrations 


5) 
6) 
7) 
8) 
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= nf) Slides without timings will use the default duration (set below). This option includes ink and | 





Seconds spent on eachslide: | 05.00" 


c= 

iS 
Create 
Video 


Change File Type 


Note that it saves our slide timings. It will default to “Use Recorded Timings and Narrations.” 
Click Create Video and select the location for your video. 

PowerPoint will export your presentation to a video. This may take several minutes. 

Find the file and play your video. Notice that the slide show does not loop. 
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12. Templates and Flyer 


a. For ideas, go to File tab>New, and search for “Sample’ or... 
1) Duarte’s Five Rules 
2) Welcome to PowerPoint 
3) Introducing PowerPoint 2010 
4) Click on “Presentations” 


me til? eB ler e AO m=) le Me WUT) 
has developed visual stories for 


the world’s leading corporate 
brands, thought leadership 
forums, and an Academy 
Award-winning documentary 


Now they bring you 





b. Tri-Fold Brochure 


1) Select the word “Business” under the search bar. 


» z Search for online templates and themes PP 
owerPoint ~ — 


Suggested searches: Presentations (6 findustry Education Labels Charts Personal 





2) Several sample documents will appear. 
3) They used to have one called “Business tri-fold brochure.” This template is now saved in the Extra 
Credit Assignment on Canvas. 


New 


CY Home Business p 








“| Category 
Business 30 
Industry 18 
Marketing 14 
Business wireframe building pres... Labels 10 
Design Sets 9 
Presentations 8 
Title Layout j im Business Plans 6 
i ~ 4 Paper 6 
Account Title Layout , we A Io ual ee endtuces ‘ 





For the Extra Credit assignment, due with your final Business Plan, download the brochure’s template. 
DO NOT turn it in before your final Business Plan. DO work on it little by little so you learn PowerPoint. 
Save your brochure as “2018.01 Business Name 3-Fold Brochure.” 

Review the information in the template — the instructions are right there. 
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8) On the Design tab>Variants section>click on the More Choices arrow then select Colors. 








Oreste )ar Tarheels Slide Show ea View PCa tk laced |. 
ee eee are er ee = js 
Col ranch > 
9) Select a color scheme that Bal Colors fy Custom 
Fonts » MENGE Custom 1 
matches your business logo. lal E ae 
Effects » BN Custom 


This will change all the colors 


Office 
on the brochure with one ’ — — ME Office 
click. = f° i ees Se eS ESO ffice 2007 - 2010 
10) Right click each photo onthe - : Se — . 
brochure and select Change: : ! ve MM Blue 
Picture>From File = Siu | 
11) This will bring up the > soca — 
standard Insert Pictures had MEE | Green Yellow 
menu. Select a photo from | SV ellow 
your computer or use the a oe 
search engine. = Se aes 
12) The picture will be resizedto =: | WEG -Red Orange 
fit the existing frame. nee 68 “ a 
13) Resize the picture usingboth ©: | = Vict 
Crop and draggingthrough 3) poner le Violet | , 
the handles. (If you are i. = | | SE Median : 


Customize Colors... 


using PowerPoint Online, 
right-click the picture and 
the Crop icon will appear.) 

14) Change the text inside the brochure to fit your business, starting with your business name, address, and 
logo. 

15) Complete the brochure by clicking on the second slide in the Navigation pane. 

16) Save your brochure. 
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c. Save your Document or Presentation as a PDF 


1) 


2) 





PDF stands for Portable Document Format. A PDF document may be read by any computer or mobile 
device. It saves your fonts and formatting. 

A PDF is saved as if it was going to print on your currently selected printer. Its format may change if you 
select a different printer. 

For your brochure, go to the File tab>select Export. 


Export 


Create a PDF/XPS Document 


Preserves layout, formatting, fonts, and images 


|) Create PDF/XPS Document 


Content can't be easily changed 


c= Create a Video Free viewers are available on the web 
S21 
ey) Package Presentation for CD eaaaig 

PDF/XPS 


ES Create Handouts 


L+ Change File Type 


The first choice is Create PDF/XPS Document. 

Click the Create PDF/XPS button. 

Your document will default to the same name in the same location, just with a PDF extension. 

Click OK. Usually the PDF will open. Always scroll through the PDF top to bottom to make sure it 
paginated properly. 

Close your PDF and your presentation. 

You may submit a completed PDF version (see below) of this brochure as extra credit on the LAST DAY 
of class. Do not turn it in before you submit you Business Plan final project, because your brochure 
must match the information in your Business Plan, so keep this file handy and update it throughout 
the course. 


For more tricks and tips, my blog is may be found at HelpfulOfficeTips.com. 
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